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Oracle Training Program 
The Training Program is comprised of four key elements: 

1. Training Summary –  the sessions completed to date conducted both by Oracle as well as 
those sessions developed and conducted by City of Memphis personnel 

2. Training Module Overview–  description of each training module  
a. Offered by Oracle University  
b. Developed by the City of Memphis 

3. Training Assessment - an assessment of the work to-date, coupled with the new 
requirements and learned criteria for success 

4. Phase III Training Plan - the following factors are key elements and include: 
a. Training priorities  
b. Who Needs to go to Training 
c. Training Pre-requisites & skills 
d. Which Executive(s) are sponsoring 

 

Oracle Training Sessions Conducted 
Training for the staff consists of: 

 Training supplied by Oracle either conducted at an Oracle site or delivered on-site by 
Oracle instructors. 

 Training developed and delivered internally by the City of Memphis staff. 
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Oracle Supplied Training 
The following 31 sessions were conducted by Oracle from the inception of the program through 
May 1, 2006. 
 
Description Total 

Students
Last Attend 

Date
11i Admin/Use Public Sector Purchasing-PRV 1 29-Sep-2003
11i System Administrator Fundamentals PRV 1 13-Oct-2003
11i iProcurement Fundamentals PRV 1 20-Oct-2003
11i Use Public Sector Budgeting PRV 1 27-Oct-2003
11i Oracle HRMS Implement Oracle HR and Payroll (NA) PRV 25 03-Nov-2003
11i Oracle Receivables Fundamentals PRV 11 03-Nov-2003
11i Implement and Use Cash Management-PRV 9 06-Nov-2003
11i Asset Management Fundamentals (3 day) PRV 10 10-Nov-2003
11i Oracle HRMS Administer Payroll (US)-PRV 4 10-Nov-2003
11i Oracle HRMS Training Administration-PRV 4 10-Nov-2003
11i Use Labor Distribution PRV 7 12-Nov-2003
11i Implement Oracle Time and Labor PRV 1 17-Nov-2003
11i Oracle Payables Fundamentals (3 day) PRV 1 17-Nov-2003
11i Oracle HRMS Implement Advanced Benefits (US)-PRV 6 01-Dec-2003
11i Implement Self Service Human Resources V4 PRV 16 08-Dec-2003
11i Workforce Sourcing and Deployment Fundamentals PRV 6 15-Jan-2004
Custom Class - PRV 14 02-Feb-2004
Oracle9iAS: Discoverer for End Users-PRV 25 10-May-2004
Oracle9i Discoverer Administration 3 12-May-2004
11i Public Sector General Ledger PRV 9 01-Jun-2004
11i Oracle HRMS Implement and Administer Payroll (US) PRV 1 07-Jun-2004
11i HRMS System Administration PRV 5 21-Jun-2004
11i Implement and Use Project Costing PRV 6 18-Oct-2004
11i Using Grants Accounting PRV 2 20-Oct-2004
11i Year End Processing for Payroll (2005) (US) 5 05-Dec-2005
11i Extend Oracle Applications: Building OA Framework Applications 1 13-Feb-2006
11i Install, Patch and Maintain Oracle Applications (5 day) 1 13-Feb-2006
11i HRMS System Administration (3 day) 1 20-Feb-2006
11i System Administrator Fundamentals 1 13-Mar-2006
11i Oracle HRMS Technical Foundation Human Resources 2 20-Mar-2006
11i Financials Functional Foundation (4 day) 1 27-Mar-2006

TOTALS:                  Sessions = 31 181  
 

Figure 21: Oracle Training Summary 
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Internally Developed Oracle Training  
The following sessions were conducted by City Of Memphis staff from the inception of the 
program through May 1, 2006. 
 

Description Number of 
Sessions

Total 
Students

Last Attend 
Date

OTL Overview Training 4 70 2/9/2005
OTL Workshop Training (All Divisions) 11 93 2/14 - 2/18/2005
OTL Overview Training 3 52 3/21/2005
OTL Training 3 30 3/22/2005
Self Service Training (HR Manager & Employee) 3 21 3/17/2005
Data Management Training ( Core HR & PTO) 4 50 3/14/2005
OTL Workshop Training (All Divisions) 12 52 3/28 - 4/1/2005
"Live Time Entry" into Production 2 31 3/30/2005
"Live Time Entry" into Production 3 25 3/31/2005
"Live Time Entry" into Production 1 6 4/1/2005
Self Service Training (Director & Deputy Dir) 4 27 6/28 - 6/29/2005
"Live Time Entry" into Production (All Divisions) 11 40 4/12 - 4/14/2005
AR Receipts 10 200
AR Invoicing 5 100
PSB for all End-users, Division Coordinators & Directors 2 40 9/30/2005
PSB for Parks & Fire (specialized version) & Directors 2 5 2/3/2006
iProcurement 10 200 5/28/2004
iProcurement 7 77 9/16/2005
iProcurement 2 30 2/26/2006
CRM - OO
Fixed Assets 
G/L AP Purchasing
Deposits
Grants

TOTALS: 99 1149

Internal Oracle Training

 
 
Figure 22: Internal Oracle Training Summary 

 
NOTE: A number of Training Sessions were conducted throughout Oracle Phase I; however, 
most of the training results were not consistently captured. 
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Oracle Supplied Training Course Content 
 
Oracle offers a variety of Training Course types (listed below) to support:  

 Applications,  
 Functionality,  
 Projects  
 e-Learning 
 Business Intelligence.  

 
The instructor led courses are conducted at Oracle University or on-site through special arrangements. 
 

Standard Course Name & Description Facilitator 
APPLICATIONS COURSES  
Oracle Applications 11i: Navigation 
In this course, students learn to navigate within any of the application modules in the 
Oracle Application Release 11i forms.  You will learn to enter data, retrieve information 
in the form of a query, maintain data, use flexfields, and access online help. 
Additionally, concurrent processing and standard report submission topics will be 
discussed. 

 
 
 
Oracle University 

  

Financial Application Classes 
 

  
11i Financial Applications Overview 
This course incorporates a combination of lecture, discussion, demonstration and hands-
on practice to present an overview of Oracle's core financial applications. The lessons 
include discussions of product features, implementation considerations, and integration 
between modules. This class is a high-level overview course and should be followed by 
individual product classes to gain detailed knowledge of each applicable application's 
features and implementation steps. Modules covered include General Ledger, 
Purchasing, Payables, Order Management, Receivables, Assets, Cash Management, 
Workflow, System Administration, and Flexfields. 

 
 
 
 
Oracle University 

11i General Ledger Management Fundamentals 
This course prepares Implementation consultants to institute statutory financial controls, 
reduce the period close cycle, access financial data, and deliver comprehensive financial 
reporting.  The course will prepare you to ensure the highest transaction rates, largest 
data volumes, and smallest processing windows needed to keep your company 
competitive. Learn to set up and manage multiple sets of books, implement multi-
currency systems, consolidate data to meet strategic objectives. 
 

 
 
 
Oracle University 

Oracle Applications Desktop Integrator 
In this course, students will learn the key elements of the Application Desktop Integrator 
(ADI), Version 7.2. The course will explain the key features and functions of the Enter 

 
 
 

http://education.oracle.com/web_prod-plq-dad/plsql/show_desc.redirect?dc=D11439&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17456GC30&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17175GC10&p_org_id=1001&lang=US&source_call=


 Information Technology Strategic Business Plan 
 

CMEM IT Strategy - Ver 1 1.doc            Page 126 of 203 12/6/2006 

Standard Course Name & Description Facilitator 
Journals, Enter Budgets, Define Reports, Analyze Reports, Request Center, and the 
Account Hierarchy Editor elements within ADI.  
The course includes demos of the functionality of each element list above and hands on 
practices for the students to enhance their learning. Functional setup of ADI which 
includes configuration of worksheets and toolbars will also be covered in the course. 
 

 
Oracle University 
 

11i Oracle Purchasing / Payables Accelerated 
This course provides an understanding of the Procure to Pay cycle and key 
implementation issues in Oracle Purchasing, iProcurement and Payables applications. 
This course will prepare you to make basic implementation decisions involved in 
launching the Procure to Pay process. Students will learn how these applications fit into 
Oracle's e-Business Suite of applications. This is accomplished through a series of 
tutorials, supplemented with guided demonstrations and practices 
 

 
 
 
 
Oracle University 

11i Purchasing Fundamentals 
In this course, participants learn how to set up and use Oracle Purchasing to manage the 
purchasing process. There are hands-on exercises, through which the participants learn 
how to manage suppliers, create and maintain request for quotations and quotations and 
manage the approved supplier list. Participants will also learn how to create requisitions 
and purchase orders and apply document security, routing and approval methods. 
Finally, students will learn how to enter and manage receipts. 
 

 
 
 
Oracle University 

11i iProcurement Fundamentals 
This course provides a comprehensive understanding of Oracle iProcurement catalog 
management, ordering, and receiving functionality. You will learn how to set up Oracle 
iProcurement, manage catalog content, and implement Oracle Procurement workflows 
to achieve an integrated Oracle Procurement solution.  
 

 
 
Oracle University 
 

11i Oracle Payables Fundamentals 
In this course, participants learn how to set up and use Oracle Payables to manage the 
accounts payable process. There are hands-on exercises, through which the participants 
learn how to manage suppliers, process invoices as well as payments and generate key 
reports. Participants also learn how to approve invoices for payment, process stop and 
void payments, setup bank accounts and process payment batches. Finally, the students 
learn how to close accounts payable periods and transfer accounting details to the 
general ledger. 
 

 
 
 
 
Oracle University 

11i Oracle Receivables Fundamentals 
In this course, participants learn how to use Oracle Receivables to manage the accounts 
receivable process. There are hands-on exercises, through which the participants learn 
how to manage customers, process invoices and manage collections and submit reports. 
Finally, the students learn how to close accounts receivable periods and transfer 
accounting details to the general ledger. 

 
 
 
 
Oracle University 

11i Asset Management Fundamentals 
Class focuses how Oracle Asset Management can help enterprises lower administrative 

 
 

http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D22952GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D18416GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/web_prod-plq-dad/plsql/show_desc.redirect?dc=D16358GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17512GC32&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/web_prod-plq-dad/plsql/show_desc.redirect?dc=D16812GC20&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17521GC20&p_org_id=1001&lang=US&source_call=
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Standard Course Name & Description Facilitator 
costs by streamlining data management. Participants will learn the fundamental 
concepts and implementation considerations of Oracle Asset Management. Concepts 
learned through a series of tutorials, demonstrations, and practices.  

 
Oracle University 

11i Implement and Use Cash Management 
In this course, participants will learn how to setup and use Oracle Cash Management to 
import and reconcile bank statements. Participants will also practice posting updated 
information to Oracle General Ledger and generating Oracle Cash Management reports. 
Finally, the participants will learn how to generate cash forecasts using the data across 
organizations.  

 
 
 
Oracle University 
 

11i Oracle Treasury Fundamentals 
This course covers the required set up steps as well as common transaction entry, 
processing, and reporting for Cash Management and Treasury. It is intended for 
participants who need in-depth product knowledge. It will have a user focus and will be 
very interactive, including many hands on practice sessions to reinforce key concepts. 
 

 
 
 
Oracle University 

11i Using Public Sector Budgeting 
In this course, students from the public sector will learn how to use Public Sector 
Budgeting to efficiently and accurately generate and maintain complete multi-year 
capital and general operating budgets that includes budgeting for personnel services; 
and incorporates innovative Oracle Workflow technology for decentralized budget 
distribution, submission and approval routing. In hands-on exercises, students will 
practice setting up the budget, creating and distributing the budget worksheet, using the 
worksheet, and posting and reporting budget activities. Students will also learn how 
Public Sector Budgeting is part of the Oracle E-Business Suite, an integrated set of 
applications, which is designed to transform your business to e-business 
 

 
 
 
 
 
 
 
Oracle University 

  

Project Related Courses 
 

  
11i Grants Accounting Fundamentals 
The course encompasses key setup considerations, from defining financial application 
setup steps to defining sponsors, and explains some of the impacts of implementation 
decisions. Students will also learn how this product fits into the Oracle eBusiness Suite. 
Students will learn through the use of tutorials, supplemented with guided 
demonstrations and hands on practices.  Students will learn about how Oracle Grants 
Accounting provides an organization with the ability to completely track grants and 
funded projects from inception to final reporting. The course demonstrates that Oracle 
Grants Accounting's fully integrated system supports multi-funded projects and the 
required compliance terms and conditions by award. Students will also learn how to 
validate allowable costs as well as flexible budgetary controls to ensure fiscal 
responsibility, how to Set up 11i Grants Accounting Fundamentals, learn the impacts of 
key implementation decisions and to identify key features and terminology associated 
with Oracle Grants Accounting 
 

 
 
 
 
Oracle University 

http://education.oracle.com/web_prod-plq-dad/plsql/show_desc.redirect?dc=14848&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17501GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D12972GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17482GC10&p_org_id=1001&lang=US&source_call=
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Standard Course Name & Description Facilitator 
  

Tutor and eLearning Classes 
 

11i Implement and Use Oracle Tutor 
Oracle Tutor 11i is the solution for creating end-user documentation and training 
materials around an Oracle Application implementation. In this course, you will learn 
about the three components of Tutor (document repository, software tools, proven 
method) and the services involved to transfer the Tutor Methodology to end-users. This 
course covers the information required to install, implement, and use Tutor at a client 
engagement. This course also touches on how to document business procedures and 
support documents, how to customize application online help, and how to customize 
Oracle courseware. 
 

 
 
 
 
Oracle University 

  

Business Intelligence Classes 
 

  
11i Implement Daily Business Intelligence 
This course provides an overview of the core implementation of Oracle Daily Business 
Intelligence. This course provides instructions on how to implement the following 
modules for Daily Business Intelligence:  

 Daily Business Intelligence framework  
 Manager reporting  
 Item Dimension reporting  
 DBI for Financials  
 DBI for Human Resources  
 DBI for Procurement  
 DBI for Projects  
 DBI for Sales  
 DBI for Marketing  
 DBI for Quoting  
 DBI for iStore  

This course provides many demos and practices to illustrate the product functionality 
and the implementation process.  
 

 
 
 
 
 
 
Oracle University 
 

11i Balanced Scorecard  
This course is intended for anyone who is using Oracle Balanced Scorecard 
performance management systems. For users, this course describes how to use 
scorecards, objective reports, and KPIs to determine performance in your organization. 
For designers, this course describes how to create performance management systems 
using Balanced Scorecard. It describes how to plan out your systems, create dimensions 
and KPIs, and configure scorecard views and objective reports. For administrators, this 

 
 
 
 
 
 
Oracle University 

http://education.oracle.com/web_prod-plq-dad/plsql/show_desc.redirect?dc=D13003GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17088GC30&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D10844GC20&p_org_id=1001&lang=US&source_call=
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Standard Course Name & Description Facilitator 
course describes how to generate the database schema for the performance management 
system and how to load data into the system. It also describes how to set up Balanced 
Scorecard and how to migrate systems between instances. 
 

 
 
 

OracleAS Discoverer 10g: Create Queries and Reports 
This course introduces students to the querying and analytical capabilities of OracleAS 
Discoverer. Students will learn how to view data stored in a relational database, and 
analyze and create reports based upon that data using OracleAS Discoverer Plus. In 
particular, students will learn how to create, modify, and refine ad hoc queries using 
Discoverer's intuitive and easy-to-use Workbook Wizard. They will learn how to present 
data graphically and how to format query results to create customized reports. Students 
will learn how to create simple and advanced calculations to perform data analysis and 
create reports that answer a variety of business questions, such as year-to-year 
comparisons and ranking. In addition, students will learn how to schedule reports in 
batch mode, share workbooks with other users, and export reports to other applications, 
including MS Excel, HTML, and Oracle Reports. Finally, students will learn how to 
view and customize Discoverer portlets using OracleAS Portal. This course also 
provides students with the prerequisite skills necessary for the "Oracle Discoverer 10g: 
Develop an EUL" course. 
 

 
 
 
 
 
Oracle University 
 
 

Oracle Discoverer Administrator 10g: Develop an EUL 
This course introduces students to Oracle Discoverer Administrator 10g. As Discoverer 
managers, students learn how to create and customize the End User Layer, how to create 
business areas and folders, and define analytical facilities for end users. Students also 
learn about the different types of connection mechanisms supported by OracleAS 
Discoverer and how to control the user access to the End User Layer. Students learn 
how to use materialized views and automated summary management. In addition, 
students learn how to use Oracle Enterprise Manager 10g Application Server Control to 
configure OracleAS Discoverer.  

 

 
 
 
 
Oracle University 
 

  

HRMS Classes 
 

  
11i Compensation Management Fundamentals: Salary, Awards and Absences 
Oracle HRMS enables you to set up and manage the compensation you provide for 
employees in your enterprise. This course teaches you how to set up and manage salary 
and grade related pay and progression in your enterprise, set up and administer 
Individual Compensation Distributions (ICD), map market salary surveys to the jobs 
and positions you use in your enterprise, maintain a vehicle repository and allocate 
company vehicles to employees, implement and administer Compensation Workbench, 
use absence types, categories, and reasons to track and report employee absences. 
Prerequisite –  11i HRMS Total Compensation Foundations 
 

 
 
 
 
 
Oracle University 

http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17013GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17015GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17284GC10&p_org_id=1001&lang=US&source_call=
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Standard Course Name & Description Facilitator 
11i Oracle Learning Management Fundamentals 
This course offers a complete introduction to the implementation and use of Oracle 
Learning Management. Participants familiarize themselves with what decisions they 
must make before they implement, then learn how to perform implementation tasks such 
as setting up flexfields and content servers, establishing catalog and content structures, 
and configuring options such as automatic waitlisting and integrations with other 
applications. Participants learn how to administer all aspects of learning management, 
from catalog and content hierarchies to enrollments, resource allocation, and finance. 
They learn how to control instructor-led classes and enrollments through a system of 
class and enrollment statuses. To support the delivery of online learning, participants 
learn to manage a content hierarchy of learning objects, including imported objects 
adhering to recognized specifications, and to create question banks and online tests to 
assess learners' knowledge and skills. They also learn how OLM uses learner and 
instructor competencies as well as workflow notifications. 

 
 
 
 
Oracle University 
 

11i Oracle HRMS Training Administration 
This course introduces Oracle Training Administration, demonstrating how OTA 
enables the management of events, resources, and enrollments, and explaining its 
linkage to other Oracle applications such as Oracle iLearning, Financials, and Order 
Management. It then instructs participants in the implementation of Oracle Training 
Administration. It takes you through a setup and implementation of OTA, highlighting 
the critical steps including flexfields, lookups, event and enrollment statuses, 
competencies, financial setup, security, and Self-Service.  Finally, it instructs 
participants in the use of Oracle Training Administration, covering activities and events, 
resources and finances, and enrollments. 
 

 
 
 
 
Oracle University 

11i Time and Labor Management Fundamentals  
In this class, delegates learn about all aspects of Oracle Time & Labor, including 
implementation, time collection, and integration with Oracle Project Accounting, and 
EAM. Demonstrations and hands-on practice reinforce the fundamental concepts. 
Prerequisite –  11i HRMS Total Compensation Foundations 
 

 
 
 
Oracle University 
 

11i HRMS iRecruitment Fundamentals 
Oracle iRecruitment is a full-cycle solution that gives managers, recruiters and 
candidates the ability to manage every phase of finding, recruiting, hiring, and tracking 
new employees. This course provides an overview of iRecruitment processes and the 
implementation steps required to perform a basic, non-customized implementation.  As 
managers or recruiters, site visitors, registered users, and employees you learn how to 
use and work with iRecruitment functionalities. You learn how to personalize 
iRecruitment pages to suit your business requirements. The topics in this course show 
you how to generate recruitment letters and reports to analyze your recruitment process. 
You will also learn how to remove the candidate and applicant data that you no longer 
require. Learning is supplemented by guided demonstrations and hands on practices. 
Prerequisite –  11i HRMS Work Structures Fundamentals 
 

 
 
 
 
 
 
Oracle University 

 

http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17478GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/web_prod-plq-dad/plsql/show_desc.redirect?dc=14592GC20&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/web_prod-plq-dad/plsql/show_desc.redirect?dc=D17077GC10&p_org_id=1001&lang=US&source_call=
http://education.oracle.com/pls/web_prod-plq-dad/show_desc.redirect?dc=D17298GC10&p_org_id=1001&lang=US&source_call=
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City of Memphis Developed Oracle Training Content 
 
The following 22 Training modules were developed by the City of Memphis staff and used for initial and 
ongoing training of the C ity‘s staff. A ll training m odules have been docum ented in the S hare-Point 
document repository. 
 

Standard Course Name & Description Facilitator 
Accounts Payable  
 
This training module teaches the users how to  manage suppliers, process invoices as 
well as payments and generate reports   

 
City Super User 

Accounts Receivable 
 
This training module teaches Users how to create invoices and receipts and to run 
reports. 

 
City Super User 

Appropriation Statements 
 
This training module Allows Employees to manipulate budget information and print 
budget reports. 

 
ACS Technical Staff 

Asset Management  
 
This training module teaches users how Oracle Asset Management can help enterprises 
lower administrative costs by streamlining data management. Participants will learn the 
fundamental concepts and implementation considerations of Oracle Asset Management. 

 
ACS Technical Staff 

Basic HR Navigation 
 
This training module teaches Users how to navigate through the basic functions of 
Oracle Human Resources and Oracle and how to use the tool bars, menus, etc. 
 

 
 
ACS Technical Staff 

Cash Management - 
 
This training module teaches how to setup and use Oracle Cash Management to import 
and reconcile bank statements. Users will also practice posting updated information to 
Oracle General Ledger and generating Oracle Cash Management reports.  

 
City Super User 

Customer Relationship Management (CRM) – Agent Dashboard  
 
This training module teaches Division users how to view, update and close Service 
Requests assigned to them.  This module also teaches users how to transfer Service 
Requests to other resources within their Division and to other groups (Divisions).  

 
City Super User 
 

Customer Relationship Management (CRM) 
 
This training module shows the agents of MCSC how to create and assign Service 
Requests. 

 
City Super User 
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Standard Course Name & Description Facilitator 
Discovery Report Writing (general reports) 
 
This training module teaches Users how to create reports based on work needs. 

 
City Super User 

Employee Self Service 
 
This training module teaches Users how to review and modify pertinent information 
about their employment such as enrolling in training classes, change exemptions, etc. 

 
City Super User 

General Ledger –  
 
This training module will teach users to set up and manage multiple sets of books, 
implement multi-currency systems, consolidate data to meet strategic objectives.   

 
City Super User  

Grant/Project Accounting 
 
This training module teaches Users how to view awards, check available balances and 
run reports. 

 
City Super User 

iProcurement 
 
This training module teaches Users how to create requisitions; approve requisitions and 
complete reporting 

 
City Super User and 
ACS Technical Staff 

iRecruitment 
 
This training module teaches Users how to login into the iRecruitment module and build 
an employee profile. 

 
City Super User 

Manager Self Service 
 
This training module teaches Managers how to approve training classes for their 
employee.  

 
City Super User 

Oracle Learning Manager (OLM) – 
 
This training module teaches Users how to administer all aspects of learning 
management, from catalog and content hierarchies to enrollments, resource 
allocation, and finance. 

 
 
City Super User 

Oracle Learning Administrator (OLA) 
 
This training module teaches Users how to view training catalog, to enroll in classes, to 
develop a learning path, and to obtain on-line approval for request classes. 

. 
City Super User and 
ACS Technical Staff 

Oracle Time & Labor 
 
This training module teaches Users how to key time into the system and other functions 
in the contact list. 

 
City Super User 

Paid Time Off (PTO) 
 
This training module teaches Users how to view their PTO balances, while making 
needed adjustm ents under ―E lem ents E ntries‖ and corrections in ―B ee B atch‖. 

 
City Super User 
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Standard Course Name & Description Facilitator 
Public Sector Budgeting (PSB) 
 
This training module teaches Users how to do worksheet modifications and budget 
reviews and approvals.  Users are also trained on Capital Improvement Projects and 
projects using Grants. 

 
City Super User 

Purchasing  
 
This training module teaches Users how to manage suppliers, create and maintain 
request for quotations and quotations and manage the approved supplier list. Participants 
will also learn how to create requisitions and purchase orders and apply document 
security, routing and approval methods. 

 
City Super User 

Treasury  
 
This training module teaches Users how to cover the required set up steps as well as 
common transaction entry, processing, and reporting for Cash Management and 
Treasury.  

 
City Super User 
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Oracle Phase I and Phase II Training Assessment 
The Training Program is based on an assessment of the work to-date coupled with the learned 
criteria for success. 
 
This Training assessment:  

 Reviewed both Oracle and Internal developed Training 
 Focused on what went well and what needs to be done 
 Was based on interviews and feedback from the Super Users, Training Module 

developers, ACS technical staff and end users. 
 
The Training Programs relative to both the Oracle Financial and the HR/Payroll modules has 
been summarized below: 
 
NOTE: Many of the comments noted were made during Implementation and may have since 
been rectified. 

Functional Course Conduct 
 The Instructors were excellent.  

o The Payroll and OTL sessions were particularly beneficial. 
 F inance T raining w asn‘t focused on the users need s and did not address 

o How checks were processed,  
o How to look up vendors, checks, and invoices,  
o How to determine how much money in contract/purchase order,  
o How much money had we spent of our budget 

 D eposits T raining w asn‘t focused on the users needs and did not address 
o How to look up deposits in system 

 Budget Training was OK 
o P resent system  doesn‘t w ork as needed  
o For example: Does not give a Forecast 

 P ayro ll T raining w asn‘t focused on current user needs.  
o For example: never looked at existing Roll Call System in the Police Division to 

determine how Police did things and inquiry screens 
o Still having problems and it is a year after implementation 

 The initial training sessions often focused on functional areas that were not purchased by 
the City.  

o The training often focused on the system ‘s capabilities rather than specific 
application functions.  

 
Recommendations 
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Training sessions should be pre-screened to establish prerequisites and mapped to the 
needs/skills of the employees.   
 
Training should focus more on specific items that attendees are responsible for and less 
training on other department responsibilities. 

Training Course Structure & Content  
 There was no navigation training before the functional training started.   
 Training sessions are not based on the needs/skills of the employees.   

o For example, the Grants Training session was very detailed and complicated. 
Public Works did not need the extensive training that other Divisions with many 
Grants required 

 Excessive time spent on pre-class and in-class system access and set-up 
o Typically, the first 30-45 minutes (at least) of each class was spent gaining 

employee access to Oracle, changing passwords, etc.   
o Each department had to explain in detail their responsibilities including how to set 

up employees, service centers, accounts, etc.   
o This was repeated as part of the training.   
o Typically, these duties are not handled by the users in the Divisions.   
o About half-way through each training session the instructor would discover that 

all the setups were not there. This was a very frustrating waste of time. 
 Training modules do not  address the system restriction and security limitations 

o For example: There may be a change in an employees time reported due to an 
incorrect submission or staff keying error. When it is discovered it may be the last 
day of processing payroll. If the correction is not made, the delay causes other 
issues.  

o If Data Management could make the corrections promptly it would be beneficial 
to all and not cause all the additional paperwork that this typical problem 
generates.  

o It is not clear that corrections are made or approved. 
 Training modules do not address Information mapping to help trainees make the 

transition to the new system.  
o For example, it was mentioned early on that a document would be distributed to 

the Divisions mapping information in IFAS to finding it in Oracle.  
o This was never done. This is an important future consideration for other future 

Oracle implementation and training efforts. 
 

Recommendations 
 
Training session course set-up and maintenance should be handled before the session begins.   

 
The training should include more specific directions for navigating Oracle screens and 
functions.  
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IS Liaisons must be trained on how to complete the paperwork to have new employees added 
or to make changes for an existing employee. 

Training C ourse C urriculum  &  D efined “P athw ays”  
 There are no defined curriculums oriented to train different roles in the organization. For 

example: New employee training is critical in some locations.   
o A new Super-user 
o A new Division Coordinator  
o A new Oracle Technical person  
o A new City employee 
o A new City Division Director 

 
Recommendation 
 
Training sessions should be established for each type of employee. 

Reports Training 
 Training sessions did not reference the standard City reports but only Oracle packaged 

reports.   
 T he ―expected‖ reports from the system had to be developed by programmers. This 

continues today (see Reports Summary). 
 Employees are asking for training on available reports and how to run them. 
 Poor report samples & examples were used in the sessions 

o Appropriation Statement –  didn‘t w ork until 6 m onths after O racle P hase I 
implementation 

o Encumbrance Report –  didn‘t w ork until 10 m onths after O racle P hase I 
implementation 

o Payroll Reports –  still working on some over 1 year after Oracle Phase II 
implementation 

 
Recommendation 
 
New training should use existing Reports. 

Training Documents and Procedures 
 The Training documentation contained a lot of information that did not pertain to 

attendee responsibilities and was hard to follow.   
 The screens in the documentation did not look the same when attendees returned to their 

offices. 
 Procedures developed internally from training materials are weak.   

o It was very difficult to write a procedure for a process that was not understandable 
despite being given a copy of a procedure to use as a template.  

o Too often the result was a lot of screen shots with little verbiage. 
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 Training documents and materials were not good at all.   
o The instructors commented about how poor the materials were 
o The instructors typically skipped around the documents to find pertinent 

information.   
o It seems that, at this point, there many stacks of useless books. 

 
Recommendation 
 
Training materials should be reviewed in advance by Super-users and area representatives to 
ensure a consistent fit with needs and expectations. 

Training Follow-up & Mentoring 
 There were many questions after the training sessions were completed.   

o Calls were made to the specific departments and to Oracle consultants.   
o There was also constant communication with other users in other Divisions.   
o At some point in time, we were told not to contact the Oracle consultants for help 

- use the C ity‘s H elp D esk. 
 

Recommendation 
 
Super-Users should be the focal point for Help-Desk responses to inquiries, issues and 
ongoing support to the staff. 
 
Super-Users should develop and maintain a list of Subject Matter Experts (SMEs) associated 
with specific function(s) within their area. 
 
Super-Users should develop a set of Frequently Asked Questions (FAQs) with complete and 
approved responses. The FAQs should be centrally stored to ensure that the information is 
retained for the City. 

Best Practices 
 Employees are gaining practical experience using the Oracle system. Typically the staff 

develops new best practices from this experience.  
 Today there is no way to pass the acquired knowledge and information along to all of the 

users. 
 You would think when a new discovery is made on how the system works, a notice 

would be sent out to all divisions notifying them of the information. 
 
Recommendation 
 
Super-Users should be the focal point for collecting, centralizing and disseminating best 
practices to all involved users. 
 
All Best Practices should be centrally stored to ensure that the information is retained for the 
City. 
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Oracle Phase I & Phase II Training Summary - SWOT 
Strengths 

 The City blended training through Oracle University and internally developed 
trainin g (―train -the-train er‖) 

 Over 20 internal courses were developed to train over 500 members of the City 
staff 

 Many procedures were developed to aid new users 
 A variety of individuals expanded their skill range with Training 
  

Weaknesses 
 Lack of consistent templates for training materials 
 Lack of a centralized repository to ensure preservation and availability of 

the latest version of all training materials. 
 Lack of process to define use of training materials and repositories 
 Lack of willingness to adapt to the Oracle Tutor tool for Training  
 Negative perception of the Oracle system by end users 
 Lack of ongoing mentoring limits the effectiveness of training 

Opportunities 
 Recruit and utilize outside resources with specific knowledge of Oracle 

applications capabilities. 
 Embrace technological changes including electronic forms, on-demand 

applications, and employee self-service modules. 
 To work with representatives of each Division to get a clear understanding of 

how they use the Oracle system and what their needs are 
  

Threats 
 Lack of revenue to fund additional resources and needed Training & 

Support for system 
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Lessons Learned – Oracle Phase I & II Training 
 
The assessment of Oracle Phase I and Phase II Training identified four broad needs going 
forward: 

1. Need for a Learning Pathways –  Individual Roles require a defined set of training in a 
recommended order in order to ensure that new individuals can pick up skills & more 
experienced individuals can progress to more advanced material. 

2. Need for Better Training Preparation –  Prerequisites should be identified for each 
training course. Attendee skills should be matched to course pre-requisites prior to 
training commitments to ensure success. 

3. Need for Mentoring –  Training does not end when the session is completed. Initial and 
ongoing mentoring from identified Super-Users or other identified Subject Matter 
Experts (SMEs) is a critical support link until attendees become self-sufficient. 

4. Need for a Repository –  All City related Oracle materials (i.e., Training documents, 
Procedures, Documented Processes, Management Reports) must be maintained under a 
single managed source (under version control) to ensure that the latest version of 
materials are available for use. This mechanism can also facilitate needs analysis to 
identify needed new or revised items. 

 

Oracle Implementation Support 
 
The long-term effectiveness of the Training Program and success of the Oracle implementation 
is based on a num ber of key factors including ―after-training‖ M entoring.  
 
Super Users are a critical component of the long-term Mentoring process to resolve all Oracle 
questions. (Note: See IT Organization section for Escalation Procedures). 

Role of the Super User 
A Super User is a functional expert on the applications for a particular module –  for example, 
Purchasing. They are the first level of support for the users in a module and should have the 
applications knowledge to be able to resolve most user problems. If they are unable to resolve 
these problems, either by training or through use of their expanded privileges, then they escalate 
the problem to technical support.  

NOTE: See Appendix for complete list of Super Users Supporting Each Oracle Module. 

Oracle Phase III Training Plans 
The Scope of the Oracle Phase III Training Program addresses all related Oracle, Microsoft and 
GIS technology products over a scheduled 18 month period. 
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In this period, the City of Memphis staff will be retrained in existing functionality and trained in 
new functionality related to the Oracle modules implemented in Phase III. 
 

TRAINING MODULE ORACLE OR 
INTERNAL 

AREA(S) AFFECTED 

Oracle Financial Application 
Overview 

Oracle University City and Library Finance  

Oracle Public Sector Budgeting Oracle University Budget Office 
Oracle HR/Payroll Overview Oracle University City-wide 
Sourcing Oracle University Legal & Purchasing Office 
 iSupplier Oracle University Legal & Purchasing Office 
Procurement contracts Oracle University Legal & Purchasing Office 
iProcurement Fundamentals  Oracle University City and Library Purchasing 
Purchasing Fundamentals Oracle University City and Library Purchasing  
Oracle Payables Fundamentals Oracle University City and Library Finance   
Oracle Receivables Fundamentals Oracle University City and Library Finance  
General Ledger Management 
Fundamentals 

Oracle University City and Library Finance   

Oracle AS Discoverer 10g Oracle University City-wide 
Oracle Learning Management 
Fundamentals 

Oracle University City-wide 

Compensation Management 
Fundamentals: Salary, Awards & 
Absence  

Oracle University City and Library HR 

Oracle HRMS Training 
Administration 

Oracle University City and Library HR 

Time and Labor Management 
Fundamentals 

Oracle University City and Library HR 

HRMS iRecuitment 
Fundamentals 

Oracle University City and Library HR 

Appropriation Statements IS/ACS Staff City-wide 
Paid Time Off (PTO) City Super User City-wide 
Oracle Time and Labor City Super User City-wide 
Manager Self Service City Super User City-wide 
Employee Self Service City Super User City-wide 
Basic HR Navigation IS/ACS Staff City-wide 
   
Microsoft Office Word IS/ACS Staff City-wide 
Microsoft Office Excel IS/ACS Staff City-wide 
Microsoft Office PowerPoint IS/ACS Staff City-wide 
Microsoft Office Outlook IS/ACS Staff City-wide 
Microsoft Office Access IS/ACS Staff City-wide 
Microsoft Office Project IS/ACS Staff City-wide 
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TRAINING MODULE ORACLE OR 
INTERNAL 

AREA(S) AFFECTED 

   
GIS Introduction to ArcGIS I IS/ACS Staff City-wide 
GIS Introduction to ArcGIS II ESRI City-wide 
ArcSDE Administration for SQL 
Server 

ESRI GIS Staff 

Developing Applications with 
ArcGIS Server (.NET) 

ESRI GIS Staff 

ArcIMS Administration ESRI GIS Staff 
 

Figure 23: Oracle Phase III Training Summary 
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